OPERATIONAL SERVICES DIVISION

Job Aid:
How to Request Quote Revisions

This Job Aid Shows How To:
e Request quote revisions from Vendors

Of Special Note:

Revisions are available for both formal & informal bids but cannot be activated until the Bid Opening Date/Time has
passed, the bid status is ‘Opened’, and quotes are being reviewed and evaluated. Remember that vendors can no longer
submit new quotes or edit the quotes that they have already submitted in response to the bid after the opening date has
passed. However, once a bid has been opened, you can request clarifications and best and final offers (BAFOSs) via the
proposal revision feature on the Revisions tab of the Bid Tabulation (Bid Tab) for that bid.

In order to activate the revision process, the bid owner must select which Quote/Vendor from whom you wish to request
the revision. The COMMBUYS system will allow the bid owner to customize an email request that will be sent to the
vendor, notifying them of this request, and also specify what additional or clarifying information will be requested on the
revised quote. The bid owner will also assign a due date as to when the revision must be completed by the vendor, then
close the revision request and recommence quote evaluation.

NOTE: When requesting bid revisions, departments still must follow OSD guidance for clarifications/BAFOs, etc.

Screenshot Directions
Step 1: Accessing the COMMBUYS
COMMBUYS EZC )| Landing Page
1. Launch the COMMBUYS website by
‘@U\NG Bus,/', entering the URL
c,°$ 4‘{‘,\ (https://www.commbuys.com) in the
& browser or by clicking on the
i b hyperlink COMMBUYS.
& 2. Click on the orange Sign In button in
7 < i
7% GoveR““\ the upper right hand corner.
‘Attention Vendors: 54 N;wlyv ;)(;sge;d bids - We;ak of 4/11
T
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Step 2: Logging In

0 1. Enter your Login ID and Password.
Welcome to COMMBUYS
2. Click on the Sign In button.
Login ID
Password
Login Assistance
Step 3: Clicking the Bid Solicitations Icon

COMMEUYS g
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2 adyfor 6 (0heody 2 hesdyis 1 x"""" 0 Ay To
i Porchasog Serd Open Send

News Recent Documents

Category Tetle Documents  Type Oescription Status  Last Viewed

®
=
"
=
B
=
B
g

The main menu displays. Click on the orange
Bid Solicitations icon on the left side of the
screen.

NOTE: The bid you wish to revise must have
you listed as the purchaser, or you need the
appropriate COMMBUYSS privilege to revise.

COMMELTS g ciog <[ e 0008
& Bid Solicitations
B Solcitation # & Description < Bid Type Code o Buyer < Depl/lec © Bid Opening Date &

BD-17-1080-05007- 865 - Non Stewade pT— P V12007 0000
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OSDOT-EE0S.
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BO-17.1080-1080C-
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Step 4: Clicking on the Opened Tab

The Bid Solicitations screen displays. Click
on the Opened tab.

NOTE: If the bid is not opened, it will still be in
Sent status. Find the Sent bid and click on the
blue hyperlink to open it. From the Summary
page, click the Open Bid button at the bottom
of the page to move the bid to an Opened
status.
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Step 5: Selecting a Bid

COMMELYS g @
Bid Solicitations

; TOBOCONY  CR01/016
V10800 00000

0eos . . . .
O Gl A list of available open bids displays.
O

If you wish to locate a bid not assigned to
A you, click on the blue View Mine button on
wy AR the top right and the display changes to a

v GRS “View All” display.
Click on a blue hyperlink in the Bid

Solicitation # column to open the bid.

Step 6: Clicking the Bid Tab Button

COMMELYS @

Open Market Bid 80-17-1080-1080C-1080L-8311

Header Information
4 Numer:
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Show On Wet:
4 Opening Dote:

(]
=
"
®
B
™
g
g1

UNSPSCCode Ceried Reguired:
subccesractor Info:

Date Last Updated:

Shipto Address:

SoRcitation Enabled:

s A P——
8PP (soual Dusiness Porchasing Pregram)
hgibier.

See SBPP requirements and exceptions at
werer mass gOv/SD5P

.......

o

Attachments

Files:
Forms:

Item Information

Account Cote

Pre-Bid Approval Pach.

Approval Path

D@

Srwree 390 Spenes B

The Bid opens to the Summary tab.

Scroll to the bottom of the page and click on
the Bid Tab button.
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Bid Tabulation for Bid #8D-17-1080-1080C-1080L-8311
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Step 7: Reviewing the Bid Tabulation
Page

The Bid Tabulation page displays all the
Quotes received for the selected bid. Each
vendor has a default check in the checkbox in
the left column.

To request a revision, decide which vendors
you'd like to request a revision from, and to
determine if you would like to send multiple
vendors the same revision request email, or if
you will need to personalize the request email
for individual vendors.

To unselect a vendor, select the checkbox
next to the desired vendor and the check will
disappear.

Click on the Revisions tab.

Bid Tabulation for Bid #8D-17-1080-1080C-1080L-8311

[ R

Step 8: Sending the Notification

1. To send the same request to multiple
vendors, pick a due date for each
revision by clicking on the calendar
icon in the Due Date column, then
select the check box in the Request
Revision column for each vendor to
receive the request email.

To send a revision request to one
vendor, pick the Due Date for that
vendor’s revision, then click on the
Create Notification button in the
Notification Actions column next to
the vendor you’d like to request a
revision from.

2. Click on the Send Notification to
Selected Vendors button on the
bottom of the screen.

NOTE: While the revision process remains
open, you will be prohibited from
recommending award, and the vendor can
submit and withdraw their quote as needed.
They are also able to acknowledge any
amendments that were applied to the bid prior
to the Bid Opening Date/Time.
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Step 9: Sending the Revision Request

1. The Send Quote Revision Email
screen displays enabling you to
develop the email message that will
be sent requesting the proposal
revision(s), including adding
Additional Email Recipients, a
Subject, Text (body), and
Attachments.

2. Once complete, click on the Send
Revision Request button along the
bottom of the screen.

NOTE: the Text field does not support
standard formatting, so it is recommended
that you limit the text in this field and include
any instructions in attached documents. Also
note that this email will not appear in your
email’s Sent folder, so if you need a copy for
your records, include your own email in the
Additional Email Recipients field.

See below for optional instructions that may
be helpful for the vendors to locate and
respond to revision requests.
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Optional instructions that could be part of
the email notification sent to the vendor to
assist in locating and responding to a
revision request:

1.
2.

Log in to the COMMBUYS system
Under the "Home - Welcome Back
Your Name" message, select the
Quotes tab.

Next click on the Revision sub tab.
You should see a (1) indicating that
the Revision is still open to you, and
your response is requested.

Click on the Quote # hyperlink, which
now lists an '-R1' indicating this is the
first revision of your initial quote.
Subsequent revision requests will
change the number (R2, R3, etc...)
You will now be asked to confirm that
this revised quote has not yet been
submitted. Click on Yes to begin
editing the quote.

The system will display the General
tab and you can begin editing the
quote as needed. Please note that
once all changes are made under a
certain tab, you must click on the
Save & Continue button. Please
complete work to all tabs (as
needed).

Once all edits have been made, move
to the Summary tab for review.

Once review is completed, click on
the Submit Quote button at the
bottom of the Summary tab. The
system will ask that you confirm your
intent to submit the quote.

You will then receive an email
confirmation that the Quote has been
submitted.

Click on the OK button to send the email to
the selected vendor.
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COMMEUYS g v [
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Send Reveiion Reqest Cancet & Bt

Step 10: Acknowledging the Pop-up
Message

A pop-up message displays, confirming your
intent to make vendors’ Quotes editable and
to send the email. If you agree, click on the

OK button.

Revision Request Mail Result

Satgect. B 0 B0-17-1080-1000C- 1080311 - vt
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Step 11: Acknowledging the Email
Recipients

The Revision Request Mail Result Page
displays. Click on the OK button.

COMMELYS o — @

Bid Tabulation for Bid #8D-17-1080-1080C-1080L-8311

7 Backto Bk

Chone Revision Frocets

Step 12: Validating the Sent Request

The Bid Tabulation Revisions page displays
showing that the revision request was sent.

NOTE: *IMPORTANT*
Do not select Close Revision Process
until:
e The selected due date has passed
e You have confirmation that the
revised quotes have been submitted
e A decision to end the revision
opportunity has been made

See below for more information.
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COMMEUYS ®0®

Home : Welcome Back Cosmo Kramer
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NOTE: This is what the Vendor sees.

Vendors will access the request for revision
by clicking the Quotes tab, the Revisions sub-
tab, and then clicking on the blue hyperlink in
the Quote # column

After acknowledging the quote, all fields will
be open for editing, allowing the vendor to
change all aspects of their Quote, including
their item price quotes, question/answers,
Terms & Conditions response and
exceptions, and attachments. After
completing the editing process, the vendor
can submit their revision by clicking on the
Submit Quote button on the Summary tab.
Revisions can be submitted and withdrawn as
desired by the vendor until you choose to
close this revision round.
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Step 13: Accessing the Bid Tabulation
Page

Once you are ready to review the revised
Quotes, return to the bid Summary tab, scroll
to the bottom of the page and click on the Bid
Tab button.

Bid Tabulation for Bid #80-17-1080-1080C-1080L-8311
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Step 14: Accessing the Revisions Tab

The Bid Tabulation page displays. Click on
the Revisions tab.
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Bid Tabulation for Bid #80-17-1080-1080C-1080L-8311

I Chose Revisaon Process I

Step 15: Closing the Revisions Process

The Revisions page displays. Click on the
Close Revision Process button on the
bottom of the screen.

If a revision was submitted by a vendor, the
revised Quote will replace their original on the
Bid Tab.

Bid Tabulation for Bid #8D-17-1080-1080C-1080L-8311

Step 16: View Quotes

Click on the blue View hyperlink in the Quote
History column to see the original and revised
guote.

Quate history
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Chrst Window

Step 17: Viewing the Revised Quotes

The revised quote has a new number with an
R1, R2, R3 (revision 1, 2, 3) etc., and it has
replaced the original quote. In this example, a
third revision is being considered (R3).

However if you needed to access information
on the original quote you can click on the first
Quote #.
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Step 18: Evaluation & Reward

You are now able to continue with the
evaluation and award.

Use the job aid titled: How to Score and
Award a Bid in COMMBUYS to complete
this process.
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Bid Tabulation for Bid #80-17-1080-1080C-1080L-8311

Create Notifation
......

Create Retfication

Create Hotfication

Send Notificaton b Selected Vendors

Step 19: New Revision

If needed, you can conduct another revision
round, starting the request process again.

In this example, the revision dropdown now
displays Revision 4.
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